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Chief, Ceneral Services . 5 Jamuary 1953

Vulef, Records Management & Pistritution Eranch

Honlidly Repert of Operations for the ~eriod ending
31 Decenber 1952

Personnel

Uffice of Chtes

oo, lpt, feciion
Rec, Center Section
Mall Control Seection

1. No, on leave three days or .cres
Ci'fice. of the Chief
Records lgt, Sectiom
Records Center Section
a1l Control Section

No. on special detail out of office 5. How lomg?
Hfecords Mgt, Sectiom - 1 TFull month
Records Center Sec, = 2 Tull month
“a’l Control Section - 2 Tull :onth

vhere: Tour men in the Tor Fast for nicrophotography work,
One man in Tranpport-tion Division ag full tiwe
corier,

Yo, pending recignation, transfer rnd/or rezsslgmment,
Office of Chief -
Hecordsz Center o
Mail Control ~

YNew apolicants interviewed 6, Recruited by Personmel 1.
Recrulted by this Office 5,

P ‘;4‘3‘- £ %
Foy oY Lk 3 ,

e
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7. Remarks,

E. Adninistration and Problems:
1. ZJecords Management Sectliom

&, As the result of discussions with the Area Records (fficer
for the Office of Training, a memorandum was addressed to that
office Indicating the status of their Vital Materials Program
and requesting a reply as to their own "safe area" facilities
and the making of current deposits, The fArea Records Officer
indicuted that such a memorandus would aid him in getting
action on the problenm,

b, Following a discussion with representatives of the Cable
Secretariat, Message Center, a memorandum was forwarded
nronosing a change in the nresemt regulations regardisg des-
truction of copies of cables, The rovision imcluded the
stipulation that destruetion would be suthorized im accoydance
with established legal standards,

¢. The purchase of speeinl cabinets for stock w.s again
raiged by the Office of Procurement and Supnly, As a result
of our subsequent discupsion with representatives of GSA, it
wag determined that twg of large orders for gtandard cabinets
have been dslayed by G3A because of a breakdowm im liaison.
Actlion 1s leing takem to correet this situatiom,
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d, The Office of Procurement has upproved use of the
£iling syste:: advotated by this Erinch, Arrangements
are.being mde for our unalyst to install the system in
the Office of the Chief Ly 1 Jamary 1953, However, sems
tradwing of the file clerks will te mecessiry :fter that

~ Gate, It 1s anticipated that use of the system will be
extonded to the Division and Eranches as time permits, :
Also, at their request, & survey is being conducted for the
purpose of recommending & correspesdsmce control system
a?githe vhysienl locatiom of the £iles for the entire
office,

Recopds Center Section .

A, FBIS hup agreed to siorage, in the Records Center, of
selected recordings of monitored broadcqsts, It bhas been
the nractice in the past to Torward these recordings to
the Natiomal Archives, ,

b, An order from the Air Force for ten conles of all NIS
publications w:is completed, Apsroximately fifteen man-
days were required to £i11 snd record this order which
f£i)led 43 mail bags,

- ¢ The following microfilm projects were started and/er
cormnleted this months

(4) The OCD/BR Iaster Phote File, Georgraphics
Areas comprising 62/ reels of 35mm £ilm was completed
16 December 1952, Filming iz started on 11 March 1952,

d, A dally micrefilming eperztior for (XD was started., 7The
naterial w111 be brought to | £4Imod nd
returned on the amme day, or to this time the filming
has been dene by Reproduction, The change wag made to reduce
the time mecessary for the matorial t® be out of the office,

Mall Conirol Scetiom

r and returning the morning of

+

2, A courler wus acgigmed a trir i~ loston; levwing the

evening of ?h;ﬁ g@

31, Defeobiy v

. Deferbir 1952, |
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b, The !ail Control Seetion hns assumed the responaibility
for fifteen P,0, Boxes previously serviced by FI/RI, It

1s understood that this 4s a temperery arr:ngement pending
= ehange which will rrovide i'or the Office of 125 to service
031 7,0, Eoxes uscd for Lindiimg clandestine mail,

¢, {RR formsmrdad envroximtely onc cublc frot of clansified
Mall Receipt Books to the Recapds Center for storage,

d, Considering the mmber of wam in process, it would

appear that the cowrder situaticr will improve in the newr

future, However, mo prorrass hit Teen made in the last six

<onths with respect to £11lins the 7/0, }lthough new 25X1
nen have renorted for duty since July, there have been 25X1
regignations or ti-nnferg, )

e, Decause of procurenent procedures, it row anvears that
the two trucks ordored for the corrior service will not be
ayallable for several months,
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mmﬂm MANAGEMERT AND DISTRIBUTION BRANCH

Project No. 1 = Rearrange the £ilos end equipment to move w’fﬁﬁmﬁw
» utilize the space assigned for distritution operetions.
mmge mﬁ msm'xy irdeon dlstribution mateydals

mmwm-ammwwm mﬂm&

' adligones reports io maintained $n £1lo cabinsts with

. mm supplden stored in eix difforent veulted syeas.
The indexing of this meterial involves the insertion of

typed guides in the £ile m@mm ad noting tm
location of all mim%al oa the inventory ¢

- sertion of the lyped mides |
mmgﬁmlnuaﬁmmmmtuwwmw
m&ﬂy 5% comple

Project floe 2 - Insert wbound informetion reports in indezed
' to fecilitate fliling and sepvicing.

Progress to am « The project %8 approximetely S0%
complete and is mm continued a8 tdmo mmi’&m :

Project Ho. 3 « Investigate vapicus mothods to reprodunce printbd materdial
: for the purpose of estebliching o mwe sutiofactory methed
of propering coplos of “outwof-stook" information veports.

Pﬁ%gmw to date - This mj%t. hes vesulted in the
approval of & now gyotem.  Two typos of emipment weye
M&m&:ﬁ* eh will eliminute the need for filing mltiple
copdes of information reports for mw&mwl dlotribution
and for wsing old mltilith mete for preperiny coples
ni’ *’w&-wwek" reports. Tin Ozamatic mmm for
andling aarrent mterial lo now in oporations Delivery
@i’ the Copyfix machine, m%wﬁdmmm&mmmm
of reporte printed prior to O T vm ezpocted last
month but has not yet been recedved. Oporation of the
.mﬁmﬁemﬂmmmmmmwwmmma
multilith mats for future uses Howovep, the principle
famediate mmw@ m m& be wmwﬁ untll delivery
of the Copyfix egnipme whdol aliminete having to
print supplenental mmm&m m@&@& of “mﬁmf»awek“
informstion reports fran the old multdlith sote.

,8Lrave1@o
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Noe &4 =~ cloblish e modern “ctords Center to store snd sarvice
the nonecurremt recorcs of the Agenc. .

Progroes Lo dute = To jJustily the orection or lease of
a build . ng eds uate for a fiscords Center, & draft of o
staii study hos been domnleted. :lso, visits have boen
mede to other “ecoprda untops to obnerve operation
requirements md foeiifitics ond the effectivensss ol ‘he
sorvice.

cresare wnd fssue ritten instructions coverins all
medl snd courder cperations.

‘roprass to date - Drait instructions for inclusion in

& mapual Jor ocourler operations were comploted but it was
felt thet wors detall wa: meededs :urther action has been
delayed beccuse .f the prossure of the worke

Jurvey the sdministrotive Files to determine whether cone
tinued maintenance is justified in view of tim lmited
number of refcrences required, ac well as the limited type
and amount. of weterisl received for f£iling.

Progress to date « The survey of the idministrative Files
is being postponed pending anticlipated rocomnendations
resulting from a survey of the records in the Office of
the Director and ihc Deputy Tirectorc. ‘flowever, thias
lattor survey !me Lewn temporarily halted ;jending a
dardfication with Ll aifected offices resarding the
objectives snd extent of ihe survey.

“roject lios 10= %et vp Pranch fisesl rocords and controle which will
movide & moans fopr nericdle evalustion of flsesl activities.

"rosrese to doto -~ o action to dste.
“poject o. 1l Set up & Records Management program cmtrol to provide
' for perdodic evaluation of the various phases of the
PYOSTERe

‘rocress Lo date = 4 propoced Records Hanagement control
hes been submitted for considerstion.

~Ab
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Project Mo. 12= Mevise Lhe courior service to provide ior iwre
efficient handling of s oncy mall.

frogress ¢ datew & tentotive plan now bein: developed
+411 provide lor fagverd sorting of meil st sub=-stations
in the buildings which are the scuree of the larrest
acoumilationss he combining and roscheduling of some of
the prosont repulcr trips, wWth crovisions Ior -orting by
uilding while enrcute, s also & jart of the ~Llan amd

8 recuisition 15 bein; processed for two trucks suitable
for this operation. '

"poject mumbera not listed were shovn as compl-ted on previous reportss

FEE AL L
CONFIDENTIAL
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Becember - 1952

THIS MONTH TO DATEs
Incoming Mailg

S : A
() Dellvery by Post Office 19,518 - 120,525
(b) Picked up from Post Office by courier 24737 134886
{¢) Picked up from City by courler .416”“3(1 20,337 "
(dY!Letterss Heviewed _ 5,066 , 3&,990
Hecorded ' 555' L 3,09&
(e) Undeliverable (held in mail ﬁoom) . 18 - Uipls -
Gutgaigﬁ Mails o o |
a up by Post foiae 12,413 - 70,683
{b) Deposited in Post Cffice by couriers 7 s 738 89,402
{e) City deliveriss . . ?,604/70695'33 204 -
{d) Penalty indicia used »
: (1) ¢Ia 1,508 14,406
(2) IS =~ : " 5,678 32,982
(3) 881 o , 3 18
(¢) Postage expended - ' 35264.70 120,116,71
Courier Service .
{a) Schedule d Trips . 8413 By 544%
(b) Speciel Trips - within agency ’ 103 396
(1) Delivered by foot , : ' 61 240
{2) Lelivered by vehicle _ 425 ¢6 146 'W
(3) Other agenej:s. - &68{ - 491 {\
(e)Trips outside area - ' 6) 28
(1) Total times ,, | : 5¢ hrs., 155 hrs.55m!
Files Actlvity:
(a) Checking eourier receipts , ig 238 :
{1) Totel times 7 hrs. 15 win.-38 hr.30
{b)Requests for Administrative Files - 19 144
(1) Requests filled ' : 13 98 25X1

(2) Hequests unfilled , 6 56_

decruitments:
a} Courlers
{b) HMail eclerks
(c) Hessengers

Scparationss -
(&) Courilers

{b) HMall clerks
{e) %@aasngmra

ihe figures in this co%yaf evert tu 0 at t he beginning of
each fiscal year,, @ﬂilﬁe\

R §‘ 12
REITHLT) Nsiah f iRt
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DTTRERR 1952
10 DACE
1. |
8, Intire Recoris “roup 7 _____.
be Record ‘iroup ""cmicﬁa 2 P
2, Projects in Progess and Cownloted
a, Tntire Recoria Croups
{1} In Procoss 2 —
{2) Completed o 5 X
b. Record Gro ps ‘ceretions -
(1) In Precess A 1 —
{2) Comploted : 1 24
c. %m)woa Filmed (Total) ﬁﬁ.i;z 221:3% '
1) Rotary Camera 99452
(2) Tlat bed Camera 28,325 338,73
(1) 1In Procoss v 107 —
52) To be reviaved 9 P
3) TReviewe? 52 736

% The totals in the "T0 DATEY eo'wm will revert to O at the
anéd of each fiscal year and, startinc with July 1952, will always
ro™lact etrulative totals “or *hs "scel yeer of the renort,
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MOMTHLY REPORT-RICCRDS CENTER

Deoenber 1952
THIS MOME 10 JATE®
1. Liecords Dtorage (all figures in
cubie feet)
{a) Roceived : 36 760
(t) Pestroyed - 23 32
(c) Storage “pucer (Totul) 6400 £
Recaords 2563 —
Tist, aterial 2887 -
Committed 950 . —
Available- 0 -
2,  Records Reference ‘ |
iag Service Requests 104 651 7
b) Items om Requests o7 573
L
3. Inter-Agency Reference Service w— | —

{a) Requests ~ 1 10

% The totals im the "To Date" gelum will revert to O at the
end of each fiscal yesr and after Jume 1952, will always
reflect the cumulative tot:ls for the fiscal year of the
‘report,
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et 1950 19
1, INCLLIGULCE &
a, Re'uest for Supnlemental Distributiom 320 35 1555
b, Intelligerce .icports: ‘ ’
Received {(Copies 8004) 2550 1% 6501%
Distrituted (Conles 6324) 435 1056 59
Returned 2000 3 ™ 2m

¢, Ianformation Reports

Geceived (Covles 4582) — 4582 956544
Distributed (Copies 1100) 759 509 591
2, ADMINISTRATIVE ISOUANCES
a, Request for Supnlemental Distritutiom 26 45 316
b, LRegulations
(1) Initial Distribution
{Coples 2484) 4 33
{2) Supplemental Distribution 472 3765
{Conies 1019) :
c. lotices , .
(1} Initial Distributiom 22 %
(Copies 51163)
(2) Supmlemental Distribution 33 1406
(Copies 148)
d, Other .
(1) Initial Distritutiom (Conies 909) 3 8

(2) Supplemental Disiributiom 128 370
(Coples 134) .

% The totals in the "To Date" column will revert to O at the end of
each filgcal year and, sirtimg with July 1952, will aluays reflect
cumulative totals for the fiseal yeaxr of ithe repert,

#%  The July through September total of informatiom reports received
is included in the totzl of Iantelligemce Reports recelved.
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FRETCF OF MPNERAL SR 1 T8 Yénthly /// Report No, Year
eekly
_ RV 1T QPTRATIONS Croaniggtional Unit Div,
Date: Renoy oronp,
s o)
T0:
SMBITCT . Report of Operatioms for the Period “nding .
A, Personnel: m Duty Vacanclies Tn Process
1. ¥o. on leave 3 days or more. --- . ’
- v )
2o loe. on svecial detail out of office - ' o Jow long_ o p
3. hewe bigpriy e . . %hat for .
L. *o., pending resicnation, transfer and/or reascirnment _ o
—
L. Fuegiic cases on item ! not +n mrovious reports., No, T .
Tnge No. 1. {fttached additional sheet where recuired.)
f. lew apnlicants interviewed Hecruited by Personnel This Office .

Te Temarks:
a, Twe trainees from N7/P on hand 3 days this week.

b. One photosrarcher from "7/TN/P on duty this week peniting departure
for overecas station,

¢. Two couriers detailed for two Jays to Records Center to assist in
npenaring large supplemental distribution re~ussted by OCh,

d, STAT
Tr3g 12 the Ird recuest for trensfor from perscrnel
Iy, the To7T Heom Jur rne the nast menth,
Fa)
o E‘?:i g
e P W ; ‘ : : ‘
X ;',.\ £ha
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e. Three employees in the Yotor ool ?r"rch vere seen to hear their
prievances with res pect to the rotat’n of pool drivers on the
ghuttles, Two I their complaints appesr to be 3uﬂt1£§!ﬂ and

.. the matter will be dqu4°fﬁd‘w§;h the Chief, -ctor o6l Brinuch

and the settle-ent or dispesition of the matter will be reported
rdmiristrsssonwRoblems %
1. The Adwi:istrative Ufficer has informed me that the expenditure to

date against the -~ roduction budiget amcunts to 3212,000 leavinr- a

balance of onlr "F¥,000 for the figeal vrrr. The supply officer

has been instriucted to report where issues on supplies and paper
*neqr to he excessive hased on prut cemsumntion, & determined

Pfort directed by all sunervisors is heinp made to conserve paper
ar 3 na-‘,)i-tpg

The improper addressine and wrapning of _mall oririnating in the
Office cf Torsornel was discnseed w1th| emphasizing that

such practices contribute greatly to the delays in the éistributiou
of mall and ereateintcrnal orohlems for the Mail and Dlstrlbution
Frareh,

! mretine with all chauffeurs in the notnr pool wag held on Tuesday
ta Aieemss current rales and repul-t’ ons stressing cleanliness,
safety and courtesy.

L. 120 courier trips of a total of 10N schednled trips were wade during
the wek, The loss in trips is due to 3 vacant vositions plus the
fzet that two conriecrs were detailed to NOC for 3 days.

Project Ftatus Renort: (Attached as appendix *)

1. Tescrintion of ’rolect Yo, 1 (See sample attached.)

a, “hat is it?

b, 'hen is it oroduced?
Phat 1s 1t for?

te How s 1t done?

€. ‘here ic ‘'t located?

fo “hy is it necessary?

Tate: gotd o 3fniti ated “stimated coapletion date

':&wﬁ%M

" Pomurkss:
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w‘?orklomd Stats stica 2

5:7 P Yonthly ’Iorkload statistics attached es a»rendix B *_(See sample
- Ven o = attached.)

ol mm'evement Progran:

4 ; ‘onthly status v~ crt attached as appeniix C, (See sample attached.)
Ves I

Y ¥
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